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I.  HOURS OF SERVICE 

 

A.  Regular Hours 

Mondays, Tuesday, Thursday, Friday   9:30 a.m. - 5:00 p.m. 

Wednesday                      9:30  a.m. - 8:00 p.m. 

Saturday      9:30  a.m. – 1:00 p.m. 

 

B.  Summer Hours (June 15 - Labor Day)  

Mondays, Tuesday, Thursday, Friday   9:30 a.m. - 5:00 p.m. 

Wednesday                      9:30  a.m. - 8:00 p.m. 

Saturday      Closed 

 

 

II.  HOLIDAYS OBSERVED 

            

A.  The library is closed on the following holidays: 

 

New Year’s Day (January 1) 

                        Martin Luther King, Jr. Day 

Presidents’ Day 

Good Friday 

Memorial Day 

Independence Day (July 4) 

            Labor Day 

Columbus Day 

Veterans Day (November 11) 

            Thanksgiving Day and the following Friday 

              Christmas 

 

B.  Full-time employees will be given a floating vacation day OR the Library Director 

                  will select another day for the library to be closed in lieu of closing on Lincoln’s   

                  Birthday.               

 

C.  Holidays that fall on Sundays will be observed on Mondays and holidays that fall 

                  on Saturdays may be observed on Fridays (i.e. Christmas).                                                        

  

 

III.  PUBLIC MEETINGS 

 

 In compliance with New York State’s Open Meetings Law (Public Officers Law, Article 

7), the meetings of the Board of Trustees shall be open to the public.  The Board 

            reserves the right to hold executive session in accordance with the law.  
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IV.  EMERGENCY CLOSINGS 

 

            In an effort to act in unison with the operations of the government of the Town of  

            Massena, the library will close due to inclement weather only when the Town Hall        

            closes during its normal hours of operation.  Outside the Town Hall’s normal hours of 

            operations, the responsibility for closing the library rests with the Library Director or 

            whoever is in authority.  If a situation unrelated to weather concerns occurs in which the 

            Library Director or supervising staff member believes the health, safety or well-being of 

            the staff or public is compromised, the Director or supervising staff member has the  

            right to close the library. 

 

 

V.   RULES OF CONDUCT 

 

A.  Appropriate behavior shall be required of all library users. 

 

B.  The Library Director, or whoever is in authority, shall ask an individual not     

      conforming to appropriate behavior to cease that particular behavior.  If this          

      individual does not comply, the individual will be asked to leave the premises. 

                  If the individual refuses this request, the police shall be notified. 

     

C.  For the comfort and safety of both patrons and staff, the following actions are 

                  not allowed in the library: 

 

1.  engaging in any activity that violates federal, state or local law. 

 

            2.  verbally or physically threatening or harassing patrons or staff. 

 

3.  disrupting others by loud talking or other distracting behavior. 

 

4.  eating and drinking in the Computer Room. 

 

5.  smoking in the library or directly in front of the outside doors.                                                                                                                                                         

 

                        6.  using audible devices without headphones or with headphones set 

                             at a volume that disturbs others. 

 

            7.  skateboarding or roller-skating on library grounds. 

                         

                 The library has a Code of Behavior that requires all patrons that utilize the library 

                 to follow while on the premises. The library’s Code of Behavior is posted within 

                 the library.  Any patron of the library may be barred by the Library Director 

                 for a violation of the Code of Behavior for a period of up to six months.  The  
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                 Library Director shall inform the patron in writing with the reason for the 

                 suspension and that the suspension may be appealed to the Board of Trustees. 

                 The Library Director will also inform the patron of the procedure for filing an  

                 appeal with the Board of Trustees.  If an appeal of a suspension is filed by a patron, 

                 the Board of Trustees shall hear the appeal and decide by vote to uphold or dismiss 

                 the suspension.  The patron shall be informed in writing of the Board of Trustees’  

                 decision.  Upon completion of any suspension, the patron shall meet with the Library 

                 Director or Board of Trustees to review compliance with the library’s Code of  

                 Behavior prior to restoration of library privileges. 

 

            D.  All patrons acknowledge that the privilege to borrow library materials requires 

                  them to pass through the theft-detection system and when said system is           

                  activated, to disclose the contents in their possession. 

 

E.  Parents and care givers are expected to be in close proximity to young children     

     while in the library.  Library staff cannot be expected to assume responsibility for   

     unsupervised children. 

 

VI.  USE OF MEETING ROOMS 

 

A. The Mattis Room (Room A) and Room B may be used by educational, cultural, civic  

and other non-profit groups.  Businesses or for-profit groups can use these rooms only 

for training workshops or for informative public presentations in which products or 

services are not sold.  Groups cannot charge an admission fee for attending meetings. 

                  The library’s rooms may not be used for private parties. 

 

           B.   Library-sponsored programs will be given preference over outside groups for use 

                  of the meeting rooms, even if the rooms have been previously reserved by the          

                  outside groups.  The library reserves the right to move groups to other rooms if     

                  necessary.       

 

           C.   Groups seeking to use meeting rooms on a regular basis must send a letter to the 

                  library indicating when they would like to meet.   

 

           D.  Meeting rooms must be vacated by 8:50 p.m. (or 4:50 p.m. when the library 

                 closes at 5:00 p.m). 

 

           E.  Refreshments may be served in meeting rooms; but each group is responsible for     

                 cleaning up after use of the room. 

 

VII.  EXHIBIT POLICY     

 

A. The library welcomes individuals and groups to exhibit art and educational    

displays. Responsibility for approving an exhibit or display rests with the Library       
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Director. The following will be considered in approving a request to use library         

space for an exhibit or display:  

                                   

                                     - subject 

                                     - artistic expression 

                                     - appropriateness for viewing by general public 

                                     - ease of installation 

         

           B.  The library is not responsible for theft of items or damage to items on display 

                 or in storage. 

 

          C.   Prices of art work may not be openly displayed in an exhibit.  Sales may not be 

                 handled by library staff. 

 

          D.  Artwork and other materials on display shall be given protection from censorship 

                as outlined in the Library Bill of Rights. 

 

VIII.  BULLETIN BOARD USE 

 

               The library’s bulletin boards may be used to publicize library services and programs     

               and for individuals, organizations or governmental agencies promoting services which     

               benefit the community. They are not to be used to sell products.  All postings must be     

               pre-approved by library personnel.  Petitions are not allowed to be posted or distributed 

               in the library or on library property. 

 

IX.    ACCIDENTS 

 

              If a patron or visitor to the library has an accident, a formal report must be filled out 

              by a library employee. 

 

X.    COLLECTION DEVELOPMENT AND MAINTENANCE 

 

 A.  Purpose 

 

          The purpose of this collection is to contribute to the improvement and extension of    

          quality library service to all area residents as per library’s long-range plan.  This       

          policy governs the selection of materials for adults, young adults and children.             

 

B.  Guidelines 

      

                     The library supports the American Library Association’s Library Bill of Rights,  

                     Freedom to Read Statement, Freedom to View Statement, Free Access To 

                     Libraries for Minors Statement and its Code of Ethics. 

 



6 

 

            C.   Goals of Materials Selection 

 

1. To maintain a well-balanced and broad collection of materials for information,      

 reference and self-study. 

 

2. To support the democratic process by providing materials for the education      

and enlightenment of the community. 

 

3.   To provide recreational resources. 

 

D.  Responsibility for Selection 

 

                       The responsibility for materials selection lies with the Library Director who   

                       operates within a framework of policies determined by the Board of Trustees.  The  

                       Director may delegate the authority to interpret and define the applications of this   

                       policy in making day-to-day decisions.  The general public and library staff may        

                       recommend materials for selection. 

 

             E.  General Principles 

 

1. The library will provide materials which help to meet its goals as delineated in     

 the long-range plan.  Materials may include both print and non-print items 

such as:  books, periodicals, pamphlets, newspapers, pictures, audio, video        

and DVD recordings, slides, musical scores, maps, microform computer           

software and online resources. 

 

2. The library will not attempt to furnish textbook or formal study materials      

 needed for courses of study offered by schools or institutions of higher                            

learning. The public library has materials for self-study, but it is not primarily                    

designed to furnish required reading for academic study. 

 

3. All materials, except those which are in special demand or cannot be loaned    

      (including rare and fragile items as well as reference materials), will be lent       

                              for home use under library regulations and procedures. 

 

4. As a responsibility of library service, materials selected should be chosen for      

      values of interest, information and enlightenment of all the people in the     

                              community.  In no case should any book be excluded because of the race or      

                              nationality, or the political or religious views of the writer. 

 

5. Responsibility for children’s reading choices rest with their parents or legal      

      guardians.  Selection should not be inhibited by the possibility that materials    

                              may inadvertently come into the possession of children. 
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6. There should be the fullest practicable provision of materials presenting all    

      points of view concerning the problems and issues of our times:                                     

      international, national and local.  Materials should not be proscribed or                            

      removed from library shelves because of partisan or doctrinal disapproval. 

 

7. Materials with an emphasis on sex, or containing profane  language, should    

 not be automatically rejected. Selection should be made on the basis of                            

whether the material represents life in its true proportions, whether characters                     

are realistically presented and whether the material has literary value. 

 

F.  Criteria for Selection 

 

1.  Contemporary significance or permanent value. 

 

2.  Accuracy. 

 

3.  Authority of the author. 

 

4.  Relation of work to the existing collection. 

 

5.  Price, format and ease of use. 

 

6.  Scarcity of information in the subject area. 

 

7.  Availability of material elsewhere in the area.  Holdings of other libraries in         

     the area are considered in developing this library’s collection.  Materials,              

     particularly those of a highly technical nature, may be borrowed through            

     interlibrary loan. 

 

                        8.  Popular demand.  The library should make available materials for enlighten- 

                             ment and recreation even if not enduring in value, interest and accuracy. 

 

9.  Whenever possible, materials will be selected based on review(s) from a   

                             variety of sources common to this library. 

 

G.  Maintenance of the Collection 

 

  The weeding of the collection is a form of selection and is thus an important   

  policy to define.  Weeding is a thorough and conscientious effort to achieve a   

  well-balanced collection and should be a continuous, consistent process.  Factors        

  to consider in weeding are: 

 

  1.  The physical condition of the book. 

 

  2.  Slow moving material not listed in a standard source (Children’s Catalog,      
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       Public Library Catalog, Fiction Catalog, etc.). 

 

  3.  Material containing subject matter no longer of current interest. 

 

  4.  Multiple copies of titles no longer in demand. 

 

  5.  Old edition replaced by later version of non-fiction titles. 

 

  6.  The accuracy of the information. 

 

  7.  Retention of local material and books by local authors. 

     

           H.  Gifts 

 

Gifts are welcome and encouraged with the donor’s agreement and understanding 

of the following policies and conditions: 

 

1.  Gifts of all kinds will be judged by the same criteria that the library applies to 

the purchase of new materials.  The evaluation and disposition of gift 

materials is the responsibility of staff authorized by the Library Director.   

 

2.  Donors should speak with staff at the front desk prior to leaving gift materials 

at the library.  A staff member will quickly sort through the gift materials to 

verify that all materials are clean, mildew-free and in good condition.  Items 

not accepted include: magazines that are more than 1 year old (current 

magazines are accepted for the magazine exchange), encyclopedias, 

textbooks that are more than 5 years old, condensed books (such as 

Reader’s Digests) and any item in poor condition.  Any gift materials not 

satisfying the above conditions will be returned to the donor. 

 

3. Gifts are accepted with the understanding that there are no restrictions on the 

library’s right to use the gift materials in any way it deems fit or necessary.  

Accordingly, gift materials may be added to the library’s collection, sold, 

given to or exchanged with other libraries, used in Friends of the Massena 

Public Library book sales to benefit the library, or discarded. 

 

4.  When the donor places restrictions or special conditions on the gift, such gift 

will not be accepted unless the Board of Trustees makes a special exception 

after due consideration. 

 

5.  The library welcomes gifts of cash for direct purchases of library materials 

and will try to accommodate the subject or title preferences of the donor.  A 

bookplate recognizing the donor will be affixed to the material if desired.    

 

6.  The library cannot appraise the value of any gift.  However, the library will 
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issue the donor a letter acknowledging the gift. 

 

7. When real property or stocks or bonds are offered to the library, the matter 

will be referred to the Supervisor and the Town Board to ascertain whether 

such a planned gift should be accepted and to make certain that the gift would 

comply with all applicable laws and Town guidelines.  All gifts of money will 

be reported to the Town Board on the weekly deposit forms or the monthly 

investment reports.  The source and purpose of each gift will be listed. 

 

8.  Personal property, art objects, portraits, antiques, museum objects and items       

    of historical interest will be accepted only after careful consideration by the 

Board of Trustees and then only on the condition that they may be sold, given 

away or discarded or used in any other way at the discretion of the Library 

Director and the Board of Trustees. 

 

I.   Reconsideration of Materials 

 

                     A library patron may request that the Library Director reconsider retaining certain  

                     materials that they find objectionable.  The Director or library staff members will  

                     ask the patron to fill out a form designed for this purpose.  The challenged material  

                     will not be removed from the collection solely because a complaint has been filed. 

                     The challenged material will be reviewed by the Director and at least two board     

                     members to determine if the material meets the selection criteria.  If the material               

                     meets these criteria, it shall not be removed from the collection.                     

                                                                                                                                                                            

   XI.  REGISTRATION/CIRCULATION 

 

  A.  Library Cards 

 

1.  Library cards are required to borrow materials. 

 

2.  Library cards will be issued to children of any age. 

 

3.  Anyone under the age of 16 must have (i) their parent or legal guardian present   

while registering or (ii) their registration card signed by their parent or                           

legal guardian. 

 

4.  A form of ID with proof of address is required for an adult (16 years of age       

     and older) to receive a library card.  If an individual does not have  

                             identification with a current address, another document is required to verify 

                             the person’s address. 

 

                        5.  Patrons must pick up their own library cards unless they are housebound. 

 

            6.  Individuals residing temporarily in the community may receive a card if they   
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                 present proof of their permanent address.  These individuals can borrow           

                 only 3 items the first time they borrow materials.    

          

            7.  Patrons must use their own cards when checking out materials. 

                                 Exceptions:  

                                     a. Individuals can check out items held on reserve for a patron using  

                                         the patron’s card.  

                                     b. Babysitters, who have written permission from a parent/guardian,       

                                         may use the parent’s/guardian’s card. 

 c. Under certain circumstances, cardholders may contact the library and                           

     permit others to use their cards (housebound patrons, for example). 

                                     d. An individual may use another person’s card if the other person is at           

                                         the circulation desk and acknowledges responsibility for the materials.                               

 

       8.  Patrons may borrow materials without having their library card if their identity         

      can be verified by a driver’s license or other valid form of photo identification. 

              

  B.  Loan Period 

 

            The following is a list of the loan period for library materials: 

 

   6 weeks:   books (except new ones or on reserve), past issues of children’s    

                                            magazines, audio books, multimedia kits, vertical file material 

   2 weeks:   books on reserve, juvenile holiday books, music CDs, tape players 

   1 week:     videos and DVDs 

   3 days:      audio-visual equipment (except tape players) 

                

                   The Library Director has the authority to set limits on the number of items, or 

                   value of items, a patron may borrow. 

 

                   

 C.  Renewals 

 

1. One renewal is allowed except for DVDs, items on reserve and some 

interlibrary loan materials.      

 

2.    Renewals can be made by telephone. 

 

D.  Reserves 

 

1.  All materials can be reserved. 

 

2.  A library in the library system must own a book before a patron can reserve it. 

 

3.  Massena patrons’ reserves for items are filled before interlibrary loan 
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                             requests are honored. 

  

E.  Fines –  

*FINES FOR OVERDUE MATERIALS WILL NOT BE ACCRUED OR COLLECTED FOR 

THE PERIOD OF MARCH 16, 2020-DECEMBER 31, 2020 

 

1.  Adult items carry a fine of 10 cents a day with a maximum of $2.00 per item.                     

YA materials are considered adult material. 

 

2.  Children’s items carry a fine of 5 cents a day with a maximum of $1.00 per  

                             item. 

 

3.  The fine for audiovisual equipment is $1.00 a day with a maximum of $5.00. 

 

4.  There is a one-day grace period for overdue materials. 

 

                        5.  Fines do not accrue on days the library is closed, except when the library                                                                                                                   

                             has closed unexpectedly due to inclement weather or other circumstances. 

 

6.  A 50 cent postal fee will be assessed for every overdue letter sent. 

 

7.  There is a $12.00 cap on fines if a patron pays the entire $12.00 at one time. 

 

 F.   Fees 

 

1.  Photocopier: 15 cents per copy, but copies made for non-profit groups cost 8                     

cents.  Copies made for literacy tutoring are free. 

 

2.  Microfilm machine: 15 cents per copy. 

 

3.  Computer Printer: 20 cents for color; 10 cents for black & white. 

 

4.  Faxes: To Send - $2.00 for the first page, 15 cents for subsequent pages 

    To Receive - $1.00 for the first page, 15 cents for subsequent pages. 

             

G.  Overdue Notices 

 

1.  The library sends an overdue notice approximately two weeks after an item                     

becomes overdue; a second notice is sent about 4 weeks after the item                            

becomes overdue.  This second notice is a bill.

 

2. Legal action can be taken when materials are long overdue.  The following 

Section of the New York State Education Law applies: 
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 SECTION 265 DETENTION 

NEW YORK STATE EDUCATION LAW 

RULES OF THE BOARD OF REGENTS 

and 

REGULATIONS OF THE COMMISSIONER OF EDUCATION 

PERTAINING TO PUBLIC AND FREE ASSOCIATION LIBRARIES 

LIBRARY SYSTEMS, TRUSTEES AND LIBRARIANS 

 

states that 

 

                     “Whoever willfully detains any book, newspaper, magazine, pamphlet,    

                manuscript or other property belonging to any public or incorporated library reading 

                room, museum or other educational institution, for thirty days after notice in writing to  

                return the same, given after the expiration of the time which by the rules of such   

                institution, such article or other property may be kept, shall be punished by a fine of  

                not less than one nor more than twenty-five dollars, or by imprisonment in jail not  

                exceeding six months, and the said notice shall bear on its face a copy of this section.” 

 

                                                                                                                                                                        

            H.  Lost/Damaged Items 

 

1.  Patrons who do not return at item must compensate the library or they will                       

     lose borrowing privileges.  The patrons will be charged the list price of an                       

     item. 

 

2.  Patrons who return damaged materials may be charged a fee or the entire                         

     replacement cost of an item. 

 

3.  Patrons who return a broken video that can be repaired will be assessed a                         

     $5.00 fee.  Patrons who return a damaged video/cassette/DVD/CD container                      

     will be assessed a $1.00 - $10.00 fee. 

 

 4.  Patrons who lose their library card must pay $2.00 for a new one unless the                      

                             card is lost through theft, fire or other hardship. 

 

5.  Patrons whose cards break or wear out will not be assessed a fee for a new                        

card. 

 

I.   Denial of Service 

 

1.  Patrons with unpaid fines or other charges of $5.00 or more will have their                        

borrowing privileges suspended until fines or charges have been paid. 

 

2.  Patrons who have been sent a second overdue notice and have not returned                       

material will have their borrowing privileges suspended. 
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            J.  Confidentiality of Patron Records 

 

1.  The library’s circulation records and any other records which identify and                         

relate the name of library users with specific materials are confidential. 

 

2.  Such records will not be released or used for non-library purpose except                          

pursuant to a subpoena from a court of law. 

 

3.  The following is the text of New York State Law CPLR, Article 45, Section                      

4509: 

 

             “Library Records, which contain names or other personally identifying   

                          details regarding the users of public, free association, school, college and     

                          university libraries and library systems of this state, including but not limited to  

                          records related to the circulation of library materials, computer database  

                          searches, interlibrary loan transactions, reference queries, requests for  

                          photocopies of library materials, title reserve requests, or the use of audio-visual  

                          materials, films or records, shall be confidential and shall not be disclosed except              

                          that such records may be disclosed to the extent necessary for the proper  

                          operation of such  library and shall be disclosed upon request or consent of the 

                          user or pursuant to subpoena, court order or where otherwise required by statue.” 

             

 XII.  INTERLIBRARY LOAN 

 

             A.  A print, non-print or a copy of a printed source may be requested through the        

 interlibrary process, whether the borrower requests directly from the lender                          

 or requests indirectly through the system of which it is a member. 

  

 B.  Duration of a loan is from the day the item is sent by the lender to the day the item is           

       received back, unless otherwise specified by the lending library. 

 

 C.  The following types of resources will not be loaned on a regular basis: 

                       1.  reference books 

                       2.  microfilm 

                       3.  materials designated as “new” 

  

             D.  The Massena Public Library will comply with conditions established by the library    

                   lending material to it. 

 

XIII.  INTERNET USE POLICY 

 

             A.  The mission of the Massena Public Library is to support the development of an       

                   informed citizenry by collecting, transmitting and ensuring open access to the  
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                   world’s ideals and information.  To this end, the Massena Public Library is providing               

                   access to the Internet.  All patrons will have enhanced accessibility to ideas and  

                   the Internet.  All patrons will have enhanced accessibility to ideas and information  

                   through the library’s gateway to the Internet.  The Massena Public Library does not      

                   monitor and has no control over the information accessed through the Internet and  

                   cannot be held responsible for its content.  The Internet and its resources may contain  

                   controversial or inappropriate material but the Massena Public Library does not   

                   restrict access or protect users from information that they may find offensive.   

                   Patrons use the Internet at their own risk. 

 

             B.  Parents and guardians of minor children, not the Massena Public Library, are       

                   responsible for their children’s use of the Internet through the library connection. The  

                   library has installed software filters on the computers in the Children’s Room.  

                  A parent or legal guardian of a child may request that the Massena Public Library       

                  restrict child’s access to the Internet if the child is under the age of 16.  The library  

                  will restrict the child’s access for a period of no more than six months at a time if the         

                  parent or legal guardian signs an INTERNET RESTRICTION FORM in the presence                                                                                                                                                                      

of the Director or another member of the library’s supervisory staff.  The parent or  

                 legal guardian is required to discuss this restriction with the child before signing the  

                 request form.        

 

          C.   Illegal activities or any other activities intended to disrupt network services or  

                 equipment are prohibited.  Materials copied on the computer network my be subject to      

                 copyright laws and may not be copied without permission of the copyright owner   

                 unless the proposed use falls within the definition of  “Fair Use.” 

  

          D.  The library’s Internet terminals are located in public areas used by people of all ages  

                and backgrounds.  Individuals are asked to consider this when accessing potentially 

                controversial information and images.  The library reserves the right to require  

                individuals to discontinue the display of information and images that could be deemed  

                offensive or disturbing to other patrons or staff.  These individuals may be asked to   

                leave the Computer Room by library staff.  Computer users who repeatedly offend          

                other library patrons or staff may be barred from using the library’s computers. 

                                                                                                                                                                        

           E. Patrons may register to use the computers in the Computer Room for one 90-minute 

                session a day unless given permission by a supervisory staff member to exceed that  

                time. 

 

XIV.  SYSTEM MEMBERSHIP 

  

             The Board of Trustees recognizes that membership in the North Country Library 

             System will increase the Massena Public Library’s potential and expand services     

             available to its patrons.  As a member of a cooperative public library system, this    

             library will: 
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A. Inform the system about any materials which it may acquire other than through 

the system and also inform the system about any materials withdrawn from its                        

collections. 

 

B. Lend materials from its collection to other member libraries of the system upon       

      request, on the same basis as to its own card holders. 

 

C. Receive from any borrower materials borrowed from another library for return to 

the owning library.    

 

 

 

 

 


